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Statement of Work ("SOW") for Kansas RFP# K-CRAFTS EVT 0001929 

This Statement of Work ("SOW") for Kansas RFP# K-CRAFTS EVT 0001929 adopts and incorporates by 
reference the terms and conditions as agreed to by Celtic and KS DOR. This SOW is effective beginning upon 
contract award of RFP# K-CRAFTS EVT 0001929. 

As used herein,  

KS DOR:  Will mean the Kansas Department of Revenue and  

Celtic:  Will mean Celtic Systems.  

Celtic is providing an International Registration Plan (IRP) solution for the KS DOR. Celtic represents and 
warrants that any and all representations made and information provided by Celtic to Customer in connection 
with this SOW, including that information provided within or in support of the RFP, is accurate at the time of 
writing. 

1 K-CRAFTS Statement of Work 

Celtic is the manufacturer of the primary software Custom off the Shelf (COTS) IRP solution and the Celtic 
Document Management Tool for this effort which are part of the integrated Celtic Motor Carrier System 
(CMCS) Software Suite of products. Celtic will take the lead technical role in the configuration, installation, and 
deployment of the Solution. There are several Major Tasks in the project each with associated deliverables.  

1.1 Project Management  

The Project Deliverables are as follows: 

Project Management Plan to include: 

o Issue Management 

o Risk Management 

o Change Control Management 

o Communication Management 

o Project Execution (SDLC) 

o Quality Management; and 

o Project Close-Out 

Cadence Tracking Spreadsheet to include: 

o Dashboard Status 

o Issues Tracking  

o Risk & Mitigation Log 

o Change Control Log 

o Action items 

o Contact Log 
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KS DOR will assign a KS DOR Project Manager who will coordinate KS DOR’s responsibilities and provide oversight, 
monitoring, and verification of all project activities.  

Celtic shall assign a Celtic Project Manager that will be responsible to complete all work and meet all requirements 
identified in the executed contract. Celtic will work with KS DOR to complete the work to conditions of satisfaction 
for quality, accuracy, and completeness to be approved by KS DOR. 

Detailed Project Work Plan 

Celtic will deliver and update the work plan as changes occur to the Project Work Plan activities to reflect project 
progress, to manage schedule and resource variances, and to take appropriate corrective action.  Tasks, sub-tasks, 
activities or sub-activities will be tracked through the MS Project tool. 

Celtic shall prepare a complete Critical Path Method (CPM) schedule that adheres to and incorporates all 
deliverables, milestones and dependencies with completion dates.   

Celtic shall document and manage all project issues across all project activities.  Celtic will be responsible for the 
creation and maintenance of those issues that relate to the configuration and deployment of the IRP application, 
data conversion, and related support activities.  KS DOR will be able to create incidents throughout the project. 

1.2 Requirements Verification  

This deliverable requires Celtic to obtain a detailed understanding of the business and system requirements as 
described in Appendix E Business and System Requirements Specifications, of the KS DOR RFP relating to 
IRP. Celtic will validate the business and systems requirements with the KS DOR Subject Matter Expert Teams. 

Celtic will confirm their fit gap analysis and begin the Design activity. The fit gap analysis shall be between the 
COTS solution and the Detailed Business and System Requirements. 

Celtic will develop an approach to bridge any functionality gaps, making sure that all existing legacy 
functionality is included in the solution design.  

The Requirements Verification Deliverables are as follows: 

Requirements Traceability Matrix 

 Celtic is responsible to lead effort to implement and validate a traceability matrix mapping all 
requirements to the Functional Requirements Document (FRD) and to the test scripts. 

 The mapping of requirements to the FRD in the traceability matrix is used to verify that all system 
requirements are mapped to system components.   

 Celtic is responsible to lead the development, delivery and maintenance of the Traceability Matrix.  The KS 
DOR Team shall validate the Traceability Matrix to confirm that business/system requirements are 
complete.  The KS DOR Team shall confirm that requirements are mapped all the way to the Functional 
Requirements Document (FRD) and test scripts throughout the project. 

1.3 Functional Requirements Documentation 

Celtic will address each requirement in the Functional Requirements document to define how the system will 
be changed to accommodate all of the required functionality. 
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The Functional Requirements Sessions Deliverables are as follows: 

Functional Requirements Document 

 The Functional Requirements Document (FRD) will include: 

o Business Rules 

o User Interface Scenarios (Screen layouts, flows, functionality and navigation). 

o Validation rules for data 

o Preliminary user group identification for role mapping 

o Report requirements including: 

 Standard IRP reporting (daily ledger, transmittals, etc) 

 Ad Hoc Reporting 

 Tree Structure Inquiry 

o Correspondence rules 

o System Notification rules 

o Include House bill 2557 for intrastate commercial vehicle registration 

1.4 Interface Control Documentation 

Celtic will create the ICD to identify and document each interface the new solution will need to function as 
required.  ICD session Deliverables include: 

Interface Control Document 

 The Interface Control Document (ICD) will define the interfaces for the following: 

 Kan Pay (credit card and ACH payment over the web) – Prefer VitalChek if possible 

 NLETS (MOVRS) 

 Lexis Nexis VitalChek  ( credit card and ACH payment at the counter) 

 CVIEW 

 R.L. Polk 

 IFTA Miles 

 Any other interfaces required for IRP – See Appendix  

 Phase II - develop stand-alone title module within the IRP system.  Create output file that could be 
imported into MOVRS by internal staff at a later date. 

Each interface will be described for what data is to be exchanged, direction, frequency and systems involved. 
The layouts/formats will be documented for batch and Web Services. 

1.5 Technical Architecture Description 

The technical architecture will consist of: 

 Technical Architecture Diagrams 

 Web and App Servers 

 Service Oriented Architecture (SOA) 
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 Platform description 

 Application tiers description 

 Security architecture description  

o 3DES Encryption as required for sensitive data 

o HTTPS for secured communication 

 Backup and disaster recovery description 

The Technical Architecture Sessions Deliverables are as follows. 

Celtic will leverage existing CMCS application data model and data dictionary. 

1.6 Project Test Planning 

Celtic shall be responsible for the development and maintenance of the Project Test Plan.  The Test Plan is a 
description of the test activities planned for the project.  The Project Test Plan establishes the systematic 
testing necessary to validate the project meets all requirements and the deliverables are in accordance with 
existing standards. 

The Project Test Plan Deliverables are as follows: 

Project Test Plan 

The Project Test Plan focuses on identifying the testing techniques and phase.  The Project Test Plan includes 
detailed information about testing (i.e. test plans, procedures, and reports) as the project progresses.  The 
Project Test Plan must be refined and updated throughout the project lifecycle. 

The Project Test Plan shall include: 

 A description of the occurrence and timing of the test phases in the project lifecycle with entrance and 
exit criteria for each test phase; 

 A specification of the test outputs/products at each test phase, including a description of the types of 
testing activities to be performed; 

 A mapping of what requirements are verified in what test phase, including the development of test 
scenarios and test scripts (includes UAT); 

 Criteria for evaluating the test results of each test phase including the users involved; 

 A preliminary schedule for executing the test activities. 
 

1.7 Data Conversion 

The Celtic Team will develop a data conversion strategy for converting legacy data into the new data model.  
The strategy shall include detailed specifications regarding how data shall be converted, when it shall be 
converted, and what level of data cleansing will be needed.  Celtic shall develop a basic understanding of the 
business drivers behind the prioritization strategy for data conversion as integrated with the system release 
strategy.   

The Data Conversion plan shall document data mapping which includes the legacy systems and the new 
software solution.  This includes providing the ability to determine the original data source in the event of 
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conversion errors.  The Deployment Plan shall feed the Data Conversion execution.  Normal production 
operations shall not be interrupted without prior KS DOR approval and plans for conversion shall be developed 
to ensure minimal operational interruption.  

The Celtic Team shall identify strategies to minimize conversion, synchronization issues, and risks.  

The Data Conversion Plan Deliverables are as follows: 

Data Conversion Plan 

The Celtic Team shall develop, deliver and maintain the Data Conversion Plan.  The Plan will include: 

 Overall schedule 

 Dependencies, risks, and assumptions 

 External constraints or requirements 

 Approach to conversion (how data shall be converted, when it shall be converted and the level of data 
cleansing) 

 Approach to data mapping 

 Data transformation rules (import and export)  

 Defining conversion data fields, data formats, translation tables 

 Data mapping templates 

 Data cleansing strategy 

 Testing of data conversion scripts/loads strategy 

 Planned tools  

 Exception management 

1.8 System Test Planning 

Celtic is responsible for overall System Testing deliverables. These deliverables shall be submitted for review 
and approval by KS DOR.  Celtic will lead the development of the System Test Scripts and support all other 
testing activities. 

System Testing is conducted to validate that the requirements and design specifications are met by 
configuration, enhancement, and/or development of code.  Testing includes the software development 
testing cycles of system/ integration, stress/performance, and user acceptance testing.  Embedded in these 
sub-activities is regression testing, which is used when defects are identified and corrected within each of the 
testing sub-activities. In accordance with the project test Plan, the Celtic Team shall develop a System Testing 
Plan for all releases of the application and its interfaces.  

Celtic shall be responsible to create test data for all testing phases. The Celtic Team will use the Celtic Incident 
Tracking tool (CITS) for defect tracking and resolution process.  

The System Test Planning Deliverables are as follows: 

System Test Plan 

System testing is the sub-activity where all the individual code units are placed into a cohesive system and 
tested in a real-world environment.  System testing tests an application over its complete life cycle, using 
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scripts and scenarios. Based on the detailed business and system requirements, Celtic with the support of the 
KS DOR Team shall ensure appropriate testing for role-based security. The System Testing activity is also 
known as integration testing. System tests shall help to validate end-to-end functionality of the application. A 
System Test Plan shall be created that shall act as the primary guide for execution of the System Testing 
activity. This document shall contain a testing strategy and an approach for all application modules, interfaces, 
and data conversion processes that are developed.  

Celtic shall prepare a system test plan, test all aspects of the system, and utilize the CITS tool for system 
problems.  Celtic and the KS DOR Team shall jointly develop the criteria for determining significant, medium 
and low impact defects.  The system test shall demonstrate the successful operation of the system, ensuring 
that the new solution is functioning and processing data correctly.  

The Celtic Team shall select test data representative of the production environment.   

The Celtic Team shall derive test scripts, which reference requirements in the Traceability Matrix. 

Celtic Team responsibilities include the preparation of test plans, test variants, test scenarios, test cases, test 
scripts, test data, and expected results for the entire system, including any preexisting or framework software.  
Complete end-to-end testing of the solution is required. 

The Celtic Team shall provide a mechanism for tracking expected versus actual test results, and for tracking all 
errors, problems, and resolution.  This reporting mechanism shall include numeric and graphical trend analysis 
for tests completed, errors identified, rework efforts, and retesting efforts.    

The Celtic Team shall prepare and conduct a performance test plan employing system and network 
monitoring software, and system load simulation software using KS DOR tools as defined in Appendix K 
Current IT Systems Environment, of the KS DOR RPF.  The test plan shall support, increasing numbers of users, 
and increasing activity levels.  The system test shall continue until performance measures are met, and are 
expected to be met under full operational conditions.  The Celtic Team shall plan, execute and document 
results from the test. 

Testing will occur for each of the Core Business Functions that are implemented.  Each implementation will test 
integration with prior modules.  

Develop System Test Scripts 

System test scripts simulate different test conditions between application programs to test an application’s 
behavior and validate the software’s capability to meet the defined requirements. Expected outcomes define 
what the correct result of the test shall be. 

The Celtic shall develop detailed system test scripts and expected outcomes from the detailed design 
documents and the System Test Plan, and map back to the Traceability Matrix.  The system test scripts and 
expected outcomes shall cover all the solution modules and interfaces.  

The system test scripts and expected outcomes shall include: 

 Expected results, actual results, pass//fail status  

 Reference from the Requirements Traceability Matrix 

 Test Results   
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Execute System Tests 

In this sub-activity, the configured/developed code shall undergo system testing.  Celtic will lead and is 
responsible and accountable for conducting system testing in coordination with KS DOR. 

Based on the Project Plan and the System Test Plan, Celtic Team shall conduct system testing on all the 
applications and interfaces that are developed/modified/configured and implemented.  The Celtic Team shall 
resolve issues and defects that are discovered during system testing.  Test scripts and scenarios, which do not 
pass the system testing, shall be retested until resolved.   

1.9 User Acceptance Testing  

User Acceptance testing will be conducted by KDOR to verify that the developed system meets business and 
system requirements and is ready to be deployed into the production environment. User Acceptance testing 
verifies that the functional release meets end user requirements and expectations, and takes place after Unit 
and System testing.  

KDOR is responsible to lead the development of the following deliverables: 

User Acceptance Test Plan 

In accordance with the project test plan, KDOR shall create a User Acceptance Test Plan with the assistance of 
Celtic. The User Acceptance Test Plan may include: 

 Off-script testing 

 Testing of all business cases 

 Exception testing 

 Testing with business partners 

 Testing of internal and external interfaces 

 Incorporating a “clean pass” 

User Acceptance Test Scripts and Expected Outcomes 

User acceptance test scripts simulate actual user conditions to test application behavior and validate that the 
software has met specific requirements. Expected outcomes define what the correct result of the test shall be. 

The user acceptance test scripts and scenarios will cover the complete solution and interfaces.  Celtic shall 
provide UAT scripts to supplement KSDOR scripts to ensure that all necessary components are tested for 
proper functionality. 

Execute User Acceptance Test Scripts 

In this sub-activity, the application and the configured, modified, and/or developed code shall undergo user 
acceptance testing.   

If defects are identified during user acceptance testing, the Celtic Team shall resolve the defect and regression 
test that function. 

The Celtic Team is responsible for updating all application and user documentation to be consistent with code 
that has been accepted and that will be promoted to the production environment. 
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1.10 Production Ready Code 

After the defects in the User Acceptance Testing are resolved, Celtic shall provide a copy of the code to KS DOR 
with updated application and work with KS DOR to move the code into production.  

1.11 Training  

Celtic will develop the training deliverables.  These deliverables shall be submitted for review and approval by 
KS DOR.  Celtic will employ the “train the trainer” approach for the main IRP offices (including the 8 County IRP 
Offices.)  KDOR will train the other county offices as required over some period of time if necessary. 

Celtic is responsible for the following deliverables: 

Training Materials 

Celtic will deliver the necessary materials including User Manual, course content, training scenarios. Course 
materials will be provided at least 2 weeks prior to the training.  

Training Schedule 

Celtic will deliver a detailed training schedule showing day by day and hour by hour functionality including 
administration, customer service representatives, and Audit personnel. 

On-Site Training 

Celtic will provide 40 hours of on-site training to a select group of trainers and the 8 IRP County Office staff 
addressing all of the IRP functionality. 

1.12 Implementation/Deployment  

Implementation/Deployment Activity refers to the processes used for transitioning the built and tested 
solution software into the production environment.  The Celtic / KS DOR Team will work together to create a 
comprehensive Implementation Plan that defines the strategy and approach to bring to production all of the 
required functionality. The Celtic / KS DOR will work together to create a Deployment Plan that provides the 
details of any software releases, including environment and hardware configuration, data conversion and 
integration with existing legacy systems during transition of the solution. 

Celtic is responsible to lead the development of the following deliverables: 

Implementation Plan 

The Celtic Team shall propose an Implementation Plan that explains the proposed implementation concepts 
and explains how the overall implementation activity shall be executed. The Implementation Plan shall provide 
a detailed structure of the rollout and release strategy.  The Celtic Team shall identify and explain advantages, 
challenges, barriers and risks of the proposed implementation strategy.  This document shall encompass all 
the solution modules and interfaces and legacy modules and interfaces related to each release.  The Plan shall 
consider a logical flow of the work processes and all constraints defined throughout the RFP.  The plan shall be 
acceptable to KS DOR. 

In addition, the implementation plan shall include details for the strategy and technical approach for 
contingency and rollback activities.  In the case of a “No-Go” decision, a software release that is required to be 
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backed out of the production environment will need tasks defined and available for execution prior to 
production deployment activities. 

The Implementation Plan that will include: 

 Overall strategy  

 Definition of how the solution shall be implemented 

Deployment Plan 

The Deployment Plan shall be an extension of the implementation strategy and shall link together all key 
components of the Implementation Plan.  The Celtic Team will work with KS DOR to create the Deployment 
Plan to include a detailed explanation on how the deployment shall be conducted.   

The Celtic Team shall be responsible for updating all application, user and technical documentation to make 
sure it is consistent with the code prior to deployment. 

The Deployment Plan shall include: 

 Scope and goals of the deployment plan 

 Detailed timeline 

 Sequence of deployment tasks 

 Sequence of contingency and rollback tasks 

The Team shall develop and maintain the Deployment Execution Checklist. 

1.13 Final Acceptance 

Final System Acceptance is determined by receiving formal signoff from KS DOR for the solution.   Formal 
signoff is provided upon implementation of expected functionality. 

1.14 Post Implementation Support 

The Celtic Team shall provide maintenance and support to begin immediately after implementation and 
approval of Phase I.  The cost agreed to by the parties is $200,000 due when maintenance and support 
begin and annually thereafter on the same day of the year.   Additional enhancement hours after the 
200 may be purchased for $115 per hour.  
 
The contract period will be from the Date of Award and following for twenty-four (24) months with 
prices to remain firm for that period.  Upon mutual agreement between the Kansas Department of 
Revenue and Celtic Systems, the contract may be extended under the same terms and conditions for 
one (1) additional twenty-four (24) month periods. The maintenance fee shall be adjusted by the 
percentage of increase (or decrease) of the Consumer Price Index (CPI) as published in the Wall Street 
Journal on the Effective Date anniversary. Annual fee and contract hourly enhancement fee shall never 
increase by more than two percent (2%).  

Maintenance and Support 

The Celtic Team shall create a projected release schedule for all Post-Implementation deployments to be 
approved by KS DOR. Some releases will be done on an emergency basis.  Where possible, fixes, 
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enhancements, and other upgrades shall be grouped into scheduled, regular releases.  These releases will 
undergo unit, system, quality assurance, and user acceptance testing. 

Maintenance and Support activity includes: 

 Support for the software to include 200 hours of enhancements to be consumed during each year of 
maintenance 

 KDOR end user operations support 

 Application code and/or operational modifications that arise due to application defects or upgrades 

 Impact of 3rd party tool upgrades as required 

 3rd party tools provided by State and used by the application: 

o Email server 

o Fax server 

o Crystal reports (Designer tool, runtime) 

o Adobe Flash player 

o Tomcat for DMS  

 Change Control 

 Configuration Management 

 Level 2 Help Desk Support to handle non resolvable Level 1 help desk Incidents from KS DOR 

 IT Service Desk Support 

The Celtic Team will provide the overall structure and framework to support the review, approval, and 
implementation of maintenance and support incidents.  Incidents reported to the Celtic Help Desk will be 
entered to the Celtic Incident Tracking System (CITS).  All change requests will be assessed to determine 
whether they are a defect or an enhancement.  

The Celtic Team in conjunction with KS DOR shall manage the maintenance and support process, which 
includes activities such as identifying, prioritizing, assigning and resolving the tickets, monitoring the Help Desk 
activity, and conducting status reporting.  
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1.15 Assumptions 

The Celtic Statement of Work is based on the following assumptions: 

 Acceptance Criteria 

 Deliverables shall be considered accepted when they have been reviewed and signed off on by KS DOR 
within the 5 business days agreed to. 

 Celtic’s Responsibilities 

In addition to delivering Tools, Developed Works, and other Deliverables and Services on schedule, Celtic will 

  participate in progress reviews as requested by KS DOR 

  maintain records to verify authorship of the Developed Work  

  Provide an invoice to KS DOR with a description that provides enough detail to verify the categorical 
classification of every Deliverable.  Payments will be made on a quarterly basis. 

Escrow of CMCS Software 

In the event that the State of Kansas awards a contract for the K-CRAFTS IRP project to Celtic, Celtic will deposit a 
copy of the then current Source Code for the IRP Solution in an Escrow folder for Kansas and an Escrow agreement 
will be put in place. 

The IRP Source Code may be purchased per agreement for $250,000 by the State at any time.  The purchase of the 
IRP Source Code by the State would not include Source Code for : 1) Crystal Reports developed by Contractor: 2) 
DMS  (Document Management Tool) used by the Contractor; and 3) the Contractor’s Fee Calculator Service.  
Regarding the Crystal Reports, Contractor licenses that services and does not have rights to distribute such Source 
Code.  Regarding the Fee Calculator Service, it is a dynamic system that is updated frequently by Contractor to 
reflect IRP related tax rate changes throughout fifty-nine states and provinces.  

If at such time, Celtic ceases to do business or stops supporting its IRP System product, the state will be provided 
the current version of the Contractor’s  IRP System , including the Contractor’s COTS Source Code and any Custom 
Software Source Code  developed for the State of Kansas pursuant to this contract.  In this circumstance wherein 
Celtic ceases to do business or stops supporting its IRP System product, the State would also receive the Source 
Code associated with the Fee Calculator with the understanding that Celtic would no longer update the 
jurisdiction fee schedule associated with the Fee Calculator and the State would be responsible for updating such 
schedule.
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Schedule for Deliverables with Payments 

The chart below shows the anticipated high level deliverables with associated payments. 

Deliverable 
# Description 

Tentative Completion 
Date Amount 

Holdback @ 
20% 

Payment 
Amount 

1 License Fee Project Start (April 1, 2013)  $         200,000  $      40,000   $         160,000  

N/A 

Cost for accelerated 
implementation to attain statutory 
effective date of HB 2557 (2012) -
liquidated damages provision April 15, 2013 $            97,580 $       19,516 $            78,064 

2 

Project Management Plan 
Deliverables as defined in the 
Statement of Work v4 Page 1 
Section 1.1.1, 1.1.2 and Detailed 
Project Plan Section 1.1.3 Monday, April 15, 2013  $            50,000   $       10,000   $           40,000  

3 
Requirements Traceability Matrix 
Approved Tuesday, April 30, 2013  $            50,000   $       10,000   $           40,000  

4 
Functional Requirements 
Document Approved Friday, May 31, 2013  $            75,000   $       15,000   $           60,000  

5 
Interface Control Document 
Approved Friday, May 31, 2013  $            75,000   $       15,000   $           60,000  

6 System Test Plan Friday, June 07, 2013  $            30,000   $         6,000   $           24,000  

7 Data Conversion Plan Friday, June 28, 2013  $            30,000   $         6,000   $           24,000  

8 Training Plan Friday, July 26, 2013  $            30,000   $         6,000   $           24,000  

9 
Demonstration of current 
functionality (Sandbox) 

Monday, September 02, 
2013  $         160,000   $       32,000   $        128,000  

10 
System Test Complete and 
Approved Friday, November 15, 2013  $         160,000   $       32,000   $        128,000  

11 UAT Complete and Approved Friday, December 06, 2013  $         160,000   $       32,000   $        128,000  

12 Training Complete and Approved Friday, December 13, 2013  $         160,000   $       32,000   $        128,000  
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13 
Data Conversion Complete and 
approved Friday, December 20, 2013  $         120,000   $       24,000   $           96,000  

14 
Implementation Approved and 
Release of Holdback Tuesday, December 31, 2013  $         200,000   $                -     $        519,516*   

    Totals  $   1,597,580   $  319,516   $   1,597,580  

* The ”Payment Amount” for Deliverable #14 has been increased to incorporate payout of anticipated earned payment retainage.   

Phase 2 – Title Management System for IRP with holdback of 20% 

Deliverable 
# Description 

Tentative Completion 
Date Amount Amount Amount 

1 
Functional Requirements with 
Interface Control Document Feb 28, 2014  $           50,000  $         10,000  $         40,000 

2 System testing  May 30, 2014  $           80,000  $         16,000  $         64,000 

3 User Acceptance Testing June 15, 2014  $           70,000  $         14,000  $         56,000 

4 
Implementation Approved and 
Release of Holdback June 30, 2014  $         140,000  $           $        180,000*  

  
Total  $         340,000  $         40,000 $         340,000 

* The ”Payment Amount” for Deliverable #4 has been increased to incorporate payout of anticipated earned payment retainage.  
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 Communications 

All communications between the parties will be carried out through the following designated coordinators. All 
notices required in writing under this Agreement will be made to the appropriate contact listed below at the 
following addresses and will be effective upon actual receipt. Notices may be transmitted electronically, by 
registered or certified mail, or courier. All notices, with the exception of legal notices, may also be provided by 
facsimile. 

 Business Coordinators 

 Technical Coordinators 

Acceptance and Completion Criteria 

This section outlines the criteria by which Services provided by Celtic under this SOW shall be considered accepted 
and complete. 

1.15.1.1 Acceptance Criteria 

Celtic’s services shall be considered accepted when they have been delivered to KS DOR per this SOW, accepted 
and signed off on by KDOR Management.  

Quarterly Reporting 

KDOR requires that Celtic assist in providing quarterly reports to KITO in the template to be provided. 
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Appendix A 

Project Change Control Procedure 

Changes to the Statement of Work (SOW) may be requested by either party.  Changes implemented 
under this procedure also may affect other terms of the Agreement not included in the SOW. 

1. A Project Change Request (“PCR”)/Change Order (“CO”) or an alternate mutually agreeable 
document will be used to communicate any requested change.  The requesting party’s project 
manager (or other designee) will draft the PCR/CO and submit it to the other party’s project 
manager (or other designee). The PCR/CO should describe the changes, the rationale for the 
changes and the effect the changes will have on the Statement of Work or other aspects of the 
Agreement. The PCR/CO must incorporate the SOW by reference and include an effective date.   

2. The parties will review the proposed change and approve it for further investigation, if any, or 
reject it.  The investigation will validate the effect that the implementation of the PCR/CO will 
have on price, schedule, service level agreements (SLAs) and other terms and conditions of the 
Agreement.  

3. When there is agreement on the PCR/CO, the SOW will be amended when the Celtic signs and 
Buyer’s authorized Procurement representative countersigns the PCR/CO.   

4. A Purchase Order or PO alteration that references the PCR/CO may be issued by Customer to 
authorize Celtic to perform as required by the PCR/CO.  The PCR/CO is not a WA. 

Appendix A-1: Escalation Procedure 

The following procedure will be followed if resolution is required to a conflict arising during the performance of 
this SOW.  

 When a conflict arises between Celtic and Buyer, the project team member(s) will first strive to work out 
the problem internally. 

 Level 1: If the project team cannot resolve the conflict within two (2) working days, the Celtic Project 
Manager and Customer Project Manager will meet to resolve the issue.  

 Level 2: If the conflict is not resolved within three (3) working days after being escalated to Level 1, the 
Celtic Executive Sponsor will meet with Celtic Project Executive to resolve the issue. 

 Level 3: If the conflict remains unresolved after Level 2 intervention, resolution will be addressed in 
accordance with Appendix A-1 Project Change Control Procedure or via arbitration as per the Agreement 
to which the SOW is attached.  

 During any conflict resolution, Celtic agrees to provide services relating to items not in dispute, to the 
extent practicable pending resolution of the conflict and Customer agree to pay invoices per the 
Agreement. 

 


